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12 EZeptesber 1950

MEHOHANDUM FOBs  CHIEY, sEudonl STAFF

FEOH 1 assistant Iirector, CCD

SUBJECT ¢t Recoyds Inianwry

REFLRENCES ¢ g Acalnistiative Imstruetion Q 25X1
stbject “Hecords ianagemsut’™,

7 Bovember 1545,

b Clh Sotic ﬁitb;iect *Recoros 25X1
Ieveator;y™, D April 1950,

1. Beferencs 3 sel forth Agency policy governlug the
development of an sctive CIA Lecords Hanagetrent Prograz. As the
first step, it called for tating an inventory of all records saio-
tained in ClA, Reference b outlined the procedure for doing this
and directed each Ufffce and Staff Section o submit pre-iaventory
1lists prior to the execution of Imventory Report Forss €0-7h.

2, The pre~inveutor; lists uave been reveived wxi reviesed
To date, however, your Office has not cumple ted the execuilon of
Forms 60-74. The receipt of thesc forms frea all Agency umite is an
essential part of the “rogra. %o cogpreacgsive analysis of Agency
records amxi files can be made, and disposal or aicrolilming schedulas
cannot be issued until all forwms are in ant collated.

Jo It 18 thareforc requestec thul you eapedite wiis
activity within your Office .o that all Imveatory Report Yolus,
properly executed, will be furuwrded to the Reeords Managesnt
Branch, OCD, by 22 Sepltesber 1950,
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